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 FERSONIEL OFFICE,
ACCOMPLISHMENTS -~ CALENDAR YEAR 1952
1. General |
The more lmportant acoomplishmonts of the Persommsl Offiec

during calendar year 1952 were concernoed with improving snd Yeroadening
the services offered by the Porsomel Office and with strongthening the
career servico consept. Tho pest year also saw the Ageney become feirly
well ste,bﬁ.lﬂ.zed in its steoffing. With parsounel procuremont limited large-
1y 1o replacoment of attrition, the emphasis shifted from recrultment to
the development of a well-rounded personmel rrogram. Stops in this direge
tion during the yoear were the continuing improvement and simplification of
porsonnzl rrocedures and records, the i:egmning of the developmont of a per—
sormel mamel (vhich gave way to the new Agemcy system of regulatory is-
svences), the completion of the coding of the qualifications of employecos
end applicants and the establisiment of this data on machine records, in-
roved personnel statlstienl reporits and reporting prosedures, and inc;'easeﬁ
emphogis on in-~scrvice placauent activities end employee sem‘vicvas. Salondar
year 1952 also sew a begimming to the implementation of the Agmcy 's pollcy
for decentrallzing cortain adninlsizative acfaiﬁties, inclvding persommel
eporations.

2., Porsommel PX‘OW‘?)

as A statistical summary of persomel staffing is furnished in
Tabs A throvmgh C., Although speeisl recruiiment, perticularly to meet
Froject requivements, required intemsive effort in eortein areas,
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recrultment of pon-clerical candidates became generally concerned
vith obtaining replacement porscmmel, The scareity of qualified
clerlcal candidates required that this phase of recxuiiment activity
be conducted on a eritical basis,

b, The lessening of quantitative requirements imtensified the
neod for selectivity in the recruitment process. Daring the last six
months of 1951, approximately 18% of the candidates commidered for
Agency employment were eppointed. During 1952, only about 10% of the
candidates applying wore appointed., A8 a means of reducing unpro-
ductive recrultment contecte and a3 an ald to developing and exploite
.‘Lﬁg productive sources, the Persomnsl Offics complsted the establishe

-ment of a comprehensive Lead/Source Index, This Tndex contalms the
nemes of individusls, colleges and universities, industrial poncerns,
assooistions, otc., with vhon contaot hes beon established, Source
rocords are catalegued sccording to ocoupaticnal groups and specigl
akills and bear notetions as to eontacts made, security clearance of
contacts, and resulis obtained., At the sams timo, an improved system
for providing feld recruitment officers with current persomnel re-
quiremsnts infmtiom, inclvding brief statements of qualificatians
desired, was aatablished,

¢. The schedule provided iglhbDrepm-ts the volumo of typiecal
work units in recrultment activity during the yeer.

3.  Career Servies Program | |
Qe Uponapprmlbythellirectm ofcen'h'al Intalligmofﬂxe

rogram recommended by the GIA Career Service Oomd.ttee, the Parsommsl
- 2-
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Office participated in the implememtation of the program at all
levols. Cereer Service Boards wore ostablished im all mejor crgani.
zational components and were assisted in defining and clarifying
their functions and respomsibilities.

b, Study of specific mroposals concerning honor awards,
hazardous duty pay, longevity awards, selsotion of professional per-
somnel, and establishment of an executive invenbory was undevtaken
by warking groups established by tho GIA Caresr Sarvice Soard, with
active partieipation of Persommel Office representatives, Additiopal-
1y, a variety of statistiocal end other data was furnished for these
mrojects. |

¢. Installation of tho Parsomnel Evaluation Report, approved as _
tho basic ool of the Career Service Program, was accomplished, Ap-
propriate regulatory and procedural materials, providing for the utili-
zation of this reporting system in other persomnel activities, were
developed by the Persomw_l Office and an intensive training program wes
condusted jointly with the Oﬁigeof‘lfmh:ing. During the last three
months of the year, action wes initiated to obbain evaluations for all
euployees vhohadbaenmdntyuitﬁ'the Agency for nine months or longer.
4e PMocement and Utilization |

8. Considerable progress wes mde in providing a plasoment ro-
geam which goes beyond tho initial assigmment phase, Eh:tensivwa use was
made of the technique of follow-up Intervicus to dotermins the sulta.-
bility of assignments from the point of view of the supervisar and the
employee concerned. This method essisted auxmisam and‘ Placemant

-3
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" offloers in identifying mis-assigrments before scrious peoblems

arosa, (reater empbasis was placed on effecting reassigrmont or
separation of employees whose performnce was not satisfactovy.

b, Tho recording of qualificetions date was greatly improved
by extension and refinement of machine records showing imparlant ).
sonnel data, education, experioncs and other qualificatioms informa-
tion, In campleting this project, the Personnel Office developed
code structuren tallored to the Agency's needs and eatablished current

vere coded In establishing these qualifications registers, which are
used extensively for both in.acrvice placement and statistical pposes.
. A Flacement Handbook, primarily for the use of Flacement
0fficars, was published during the year. This handbook cmtaim in-
formational, regulatary and procedural materisl pertinent to placement
and utilisation activities. |
5. Classification and Wege AMministration
a. One of the more si@ifiéanb developments In the position
slassification progranm was extansioh of its swrvey activities to over-
seas looations, In order to determine the effoctivensss of the olassi-

fication program for the £ield, a team of annlysts visited

and conducted = comprehensive survey of a type 1s con-

tmnplatadufcw all overseas areas. Thiz survay resulted 1n a mmber of
mcommuﬂaﬁom reg.arding position allocations and staffing genmerally.

a-An

sm
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be Gmidmhle progress was made in developing wiform titles
and dofinitions far Agency positions and in establishing classification
standards appliceble to Agency positions. In this comection the
Forgoxmel (ffice developed e nev format end questiomiaire for oblain-
ing job information for classification purposes,

¢. Special procedures wore established for review and action on
rocomendations oomcerning positions in grades (S-16, 17, and 18. &
comnittoo of koy officisls was established to review propusels far the
establishment of positions at those levels as well as propwsals for
tha &saigménﬁ of individuals to these positiomns. A compretensive
roview wos made of all existing and potential super-grade poolitions of
thaAgemyandareportmmradrmmndimanocauaw of these
poaf.tiom to the Review Beard. In this comnection, informat’cn was
obtained on supsr-grade posﬂl.tions :ln other Federal agensies, and a
recommerdation was submitted as to the mmber which c:ould apropriately
bo guthorized fow.tbm Ageney .

d, A dotailed analysis of the grade distritmtion of T,0 posi-
ilons as compared with tho grade of the incwmbents thoreof wes pre-
pered far each 0fflcs. Addliticmal reparts prepared covered the distri-
tution and grade level of administwative positions, and a-lis'tmg- of
Agoncy positions by spoclel categories (prefessiomel, techmical,
clerieal, ote.). | |
6. Testing Frogran

6. The scheduls prwidad in Tab D raﬂects the volums of typical
Wk units in the testing activity.

-5 o
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b, 'The resecarch progranm of the testing service was cone
siderally broadened during the year, Projects were developed in the
folloving arcas: relisbility studles of tests cwrently used; ex-
perimontal "tryout" of now tests; wqu studies on sldll tests in
terms of mredicting performance in training and in "op-job" situations;
and revision of normative date for Agenoy populations. The services
of a comsultant from the Educational Testing Sarvice were obtained to
advise on the testing services off'ered gonerally and on researsh
problems particularly. |
7. Employeo Services

a. An informational hamibook, ¥
Ageney, was developed and published for distritution to all Agency pere
somel, This handbook provides general information sbout the Agemey,
conditions of employnent, and other meterial of intevest to initvidusl
employees.

b. An arlemtation program was initisted by the Perscnmel 0ffice
to assist all new employees in acquainting themselves with the Agenacy,
This is.in gddition %o the comprehsmsive orlentation course for profes-
sional employees, provided by the Office of Training, which 18 offered
only once each quarter and 1s not dosigned to provide informstiom cn
such subjects as lseve; employee services, retirement benefits, ete.

In addition, incoming clerical peraonnel nov receive an intensive tuow
day training session in Agency aduinistrative procedures while in the
Tnterim Assigmment Branch of the Persomel Office. |

b -
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e, Security considerations bave in the past mede 1t difficult,
if not imposeille, for certain groups of Agemoy persomel %o obtain
low-cosd hoapitalization and surgical insurance. During the year,
vardous solntions %o this problem were explared and a plen far
providing insurance service in cooparation with Group Hospltalization,
Ine. was adepted. An Employeo Servi@ Staff has since beon established
to administer this program,

d, Early in the year the Parsomnel Office initdated a program
of prosentations on various parsomnel topics of interest to persomnel
and administrative officers tiwroughout the Agency. Typicsl subjects
presented Included Civil Service r«;tiremnt, personnel preocuremant,
aeparation of msatiafactaaw enployees, and the Agency's position
clagsification progran, In addition, the Persomel Office pertiel-
pated in a program sponsorsd by the Office of Training designed to
acquaint key Agoncy officials with gonaral programs and prohlems of
- an admirdstrative nsture.

6, Imwroved servies in tho procsseing of compemsation claime
and retivemnt fund oontrilutions and refunds was made possible by
the establishment of ﬂmc:&al secure chamwls vithin tho Fedoral Agencies
involved for hanfling these coses, Simplified procedures for obtaining
adniniatrative approval of urusual lsave requeats were also establishsd.

fe Services offered to employees and their dependents preparing
for overseas aspigumoents hava been improved and expanded. An informa.-
tional booklet providing general processing instructions amd general
items regarding oversess conditions bas boon indtdated.

- T -
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8. Parsommel Reecrds and Reports

a, Installation of the standard persomnel records system com-
tained in the Civil Service Comnission's Handbook S-812, Basia
Persormel Records and Files Systom for Federal Agencies, was con~
pleted. Service Record Cards (SF 7) were converted to this systew,
and procedures for establishing the Employee Record Card (OF 4b) in
the operating offices were developed and later installed. Standard
Form 52, Requeat for Persomnel Action, was adopted for Agency use
and a commrshensive instruction pamphlat regarding the initiation
and processing of persommel actions was repared and published.
Simplification of procedures far effecting persommel actions :!.nwlv:’lng
a transfer of funds wes undertalon.

b. Responsibility for the produetion of all parsommel stativtics
end for record-keeping and processing of tables of organization and
persomnel ceilings wos transferred to the Persammel Office during the
year, Pla.ns. for a consolidnted monthly statistical report were |
developed.

9. Organizational Changes

25X1C
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b, Following a swvey of the activities and operations of the
Testing, Standards and Training Branch of Parsommel Division (Overt),
this Branch was re-organized. Responsibility far operation of the
personnel pool was assigned to the newly-activated Interim Assigmment
Branch, and the clerical training function wae transferred to the
Office of Training, The testing function was placed in the neuly-
established Testing and Evaluation Divisiom,

c. TIn ovder o describe the functions and responsibilities of
these components more apmromristely, the Persommel Studles and
Frovcedures Staff was re-named the Research and Plamning Staff and the
Career Managenent Division became the Caveer Development Staff,

d. A chart showing the orgenization of the Persomel Office st
the close of the year is atbacked as Tab E.

-9 -
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